
Course Equivalency Management System (CEMS) 

How to Edit a Course  

Step 1:  Go to  
https://cems.regents.ohio.gov. Enter 
your username and password 
assigned to you by your Institutional 
or OBR Coordinator. 

 

Step 2: Click on “Courses” in the 
main tab near the top of the page.   

 

Step 3: Search for the Course by 
either typing the course 
subject/number in the “Search” box 
or filtering by Match ID. 

 

https://cems.regents.ohio.gov/


Step 4: Click on the Pencil under the 
“Edit” button on the right of the 
page for the Course to be edited.   

 
Step 5: It is now possible to make 
necessary changes to the course.  All 
course information should be 
reviewed before saving any changes. 
 
Click on the “Save Changes” button 
to save changes or the “Delete 
Course” button to remove the 
course. 
 

 



Step 6: Edit the Additional Course 
Data as necessary.    *Note – 
Changes cannot be made to courses 
that are a part of an approved 
Match.  Edits can only be made to 
courses that are either in draft 
status, submitted to coordinator, or 
submitted to OBR before a final 
decision has been made. 

 
Step 7: Edit the Hours and Textbooks 
and Reading as necessary.   Any 
additional readings can also be 
edited.    

 



Step 7: Lastly, changes can be made 
to the original documents attached 
by removing and uploading updated 
versions.    
 
 

 

 


